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1. GEUEHAL 


yjnti nr. procedures in thin Manual will lv: used by the 
'in ncccnaiting fcr all receipts anil disburse neats 
'ci‘ funds for the entire research protean. 



2. RESPotG'iBiLrnr ren Finrco 


- While the actual handling of funds and rcengrat lca-Of repor ts my 
be delegated; to eny qualified enployoe of the4PMSH£$^^|ft tho 
Chief Adainistmtlve Officer rem-ina responsible for the physical 
oof cheeping, proper dieburnopent# and accounting fcr the funds, lie 
rill see. that accounting procedures as set forth in this Manual are 
enforced co as to provide all informtion necessary for proper 
recording. If he feels that any provisions of these accounting 
procedures are not adequate or appropriate, he should refer the 
natter to the representatives of the sparser. 


3 . KECCnDS TO PS tlMH IAIltSD 

The 4g$isnH££JSi is required to min tain a Jeurnjxl in a 
bound or loose -leaf bool: as a pcrsnuer.t roccx*d of all transactions. 

T?uc ejonct fern of the Journal is optional but it is rec amended that n 
Journal such as Ihdiiblt A bo adopted to provide rrucinujaic entr ol of cash 
and ready inform ticn for reporting purposes., Each transaction, 
whether a cash receipt, a ca3h disbursement, cr on accounting for l 
un advance must be entered in the Journal, at the tics the trans- 
action occurs. Tho balances in the Journal for cash end advances 
isust agree at oil tine 3 with the actual cash cn hard and the account- 
ability far ell advances outstanding. 


k. EgcRmTioii nrf UiR ia on 

; x 

To allow fcr proper accounting for ’expenses , the cooperation. of 
0701*7 Individ ml concerned is essential in obtaining the necessary 
inferrablen aril lx*.oic receipts required fcr all disburpenantn . Basic- 
ally, to properly classify cash disbursement , t'neru imdt be a record 
of idle ante of the transaction, the rare of -the payee and the ax suit 
disbursed. Receipts, noucnuiduas cr other written records will be 
required to substantiate cr support every lten cf expenditure fcr 
which reirburnemut or accounting in chained, except '..’here they are 
not norm lly furnished fcr the typo cf service or rerebandioe cccurcd. 
ilion receipts cannot be, cr have not been obtained, the individual 
galling the disbursement will prepare and sign a separate statement 
applicable to each expenditure giving the reason for failuro to supply 
a receipt. Reasons will be no specific as possible in consideration 
cf all factors involved. TI’io Chief Administrative Officer's appro/?.*.! 
cf the renthly aurrrry accounting will be fieened to constitute apprcv&L 
cf nil such, individual statorrnts. 


1. Cash Fund 


Accqnir c iAr.-^m^ATTo^ 


^ t,l * !5 Blount T Fuch receipts 

nt-iriio ff!mit? f rc ? n spcnocT, return ef advances, cash overs r«n 
r..i*jcc llancous refunds from vendors, etc. ^r-ra^.o. 

All disbursements n v. ' r 

tblo Fund. Grants from the np enaor thfljBiMBfc J5, 

^an advance to the ^HMFcn thIWJSa of the 
- ' Iri -i-ect, grants by the sponsor to tb*? ! 
will be an In aiid^jU-^rccerding of cash, and charrM fsSSflvTS* 
an advance to ^Wgggfr) see line 1$, n;ch5buZ ^ ** 


2. Cash Advances 


This account clccsificatlcn provides a rcims for recording In 
a chronological order, all advances made to cntployccs and others 
«•.= returji of 0 , K U odvonoo, and/or tho account to nXlna,. 

^ A clear distinction must bo raintalnod at ell ticcs/bctueen 
^penses and advances. Honey advanced to an eaoloyeci'os a loan 

T- Vl , llch an Rccountl «3 vlU be given at a a tor Into 
t: J? advanco * J 03 * advances will bo listed on Schedule' A, Schedule 
of^ Advances, and tbe^total outstanding anount of advances will be l 

nrrnorlrcd on ^:dilblS B, Suncary Accounting, at the beginning at*! 
end of the accounting period. : Beginning aai 

(c p raC fc^ d ^? f lrtC ? V l 11 b ® e:rplaJ - r ‘ c:1 briefly os to its purpose 
U.g., for local travel, fer anticipated croraticral expanse, accrued 
wulary, etc.). Advances must indicate duo date so as to assure a 
fellow up by the Chief Administrative Officer. 


^Q-de rersain the responsibility of tho Chi"/* 

:d 3 ti'ativo Officer, tho accountabi lit y . for fun dn -.dll not b** 
reduced by advances node, i.e., — 1 jjr^T^firMPHlI 
v .U total tho 0,0 of .U caoh ea tend P to outotfn“U'„i™o=co. 

.Un advances arc repaid tlus accounting will reflect a receipt of 
funds even though the accountability is not increaced by reason of 
t;>c repayment. A net adjustment should bo rsdc between the clJrrSba : 

cash plus advances). When advanced 
arc accounted for by submission of acceptable evidence that the fu^lr 

expense classifications and to reduce the total account- 
ability of the advance* by the accounting submitted. 

A subsidiary record will be maintained for each person that — 
na advance. This subsidiary record will contain a * 

cnrrges end credits for each person. At each month 

records should agree with tho balance 
o»j w.hovm in Column (11) of xjxhibit A. 



Furniture . I'.rp x ;--rnV- nr. d Poets 


Thi? expanse classification vill be charged for oil purchases of 
office or lob oratory furniture, fixtures, equipment and books. The 
tcralnolegy of "fccolai" refero only to those of a ’’library" status, 
ouch es reference books for technical study. 


A Fixed As? st Res to ter of a.Vl furniture, fist 
1’POka purchased shall be kept In the files of the 
The Resistor vill shew the asset and quantities „».■*■«« , <**t wn.-j 
of purclinne, tin cost and location of the ascot. A lie tins cf 
each tenth’s purchases of. fixed onsets vill bo sot forth In Schedule 3, 
Fixed Assets. 



k Remodeling Coots 

This expanse classification vill be charged with all renovation 
end remodeling costa of the rental site. 


5* Salaries 


This expense classification vill bo charged vith the gross crIutIgg 
cf all employees palrl out of program funds. 


A subsidiary payroll ledger vill be kept for each employee whoso 
salary 13 paid from the funds cf the research program, .nils Individ-' .oil 
payroll ledger sheet vill show the employee* s earn, the : pny period, anl 
for each pay period the gross ralary^^oocial Security ..and income tax 
deductions vill be a part of the ||gBQp||0 s ncccuntik^ aixl not to be 
recorded here. A schedule of salaries paid opch month, per individual 
per pay period, vill be sot forth in Schedule' C, Schcdulo of Salaries. 



6 . Travel end Rnterta lament 


% 

v 


\s. 


This expanse classification vill be charged vith travel and enter- 
tainment expenses , which shall also include quartern and subsistence 
expenses, incurred by members cf the research pregranj these? expanses 
shall be on an actual, reasonable and necessary basis, except in "■ 
special cases vrtxr.ro the Chief Administrative Officer nay designate 
that subsistence costs shall bo on «, "per diem" basis. (Do. not charge 
to this classification srall item of local transportation such ns 
taxicabs, busses, etc., unices shown on rogulnr travel vouchers, '.Utera 
ckcuJLi be pnid from the Cash Fund and charged to classification lie. IJi, 
ufficc and Mince. Linn? cur. Fvgpcn.cen. ) 


-A -ft i Vouchers recount leg fen* travel red enter tai n T./cnt ndvtuyien vll.1 be 
prepared in duplicate and the duplicate copies kept cn file by 
the beck keeper fer submission vith the monthly reports to the 
officials of the research program for their review and infer ra- 
tion, if desired. 

7 * bui lding P ent 

V 

Tain expense eJossifientian. will charged with nil payments rr.de 
i ( .r-r building rental. 
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0. Equipment Rental 

Cxi# expense classification vill be charged vlth all payments tndo 
for rental of technical car laboratory equiposnt. 

9. . Lights , Heat, Water and Comunlcatlona 


This expense classification vill he charged vith all payments node 
far lights, heat, water, telephone, telegraph, cables and postage 
charges. 

10. laboratory Supplies .-and Materials 

This ejjpense classification vill be charged with all payments mds 
for supplies and materials used in connection vlth laboratory verb or 

maintenance. 

11. rayroll Tax Expense 

TJxis expense classification vill be charged vitlx all payments nado 
cut of any portion, of the research program funds for taxes relative to 
the payroll, Including all unemployment coupe fixation taxes. 

12. Special Service s 

Thl3 expense classification vill be charged vlth all payments rxxde 
far special services rendered to the research program. (e.g., services 
rendered by educational institutions, ctr hospitals for-- which a charge 
i s mde). 


13* O ffice and M iscellane ous Expenses • 

This expense classification vill be charged vith all payments sado 
fer office supplies and stationery, insurance premiums, miscellaneous 
dues and sub script ions, small items of transportation (taxi and bus 
fares, etc.), janitor or raid services, licences and taxes other than 
payroll, legal anOi accounting fees, if any, stall repair charges 
rxiintonance of the "furniture, fixtures and equipment, and any other 
disbursements for which an expense classification has not been providau. 

Ik. Cash Shor t 

Thin expense classification vill be charged vith all 
chartagso of cash as revealed by periodic cash counts. Tee paragraph 0, 
:, CAT-H C QUITO n fer further instructions regarding cash shortages.^ (Caoli 
over vill ba recorded as a receipt of funds and reported in the r ur/!c 
Received” section cf the Sumrsvry Accounting.) 
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5 * submission of Acccumns repcrts 


A EuaBrv , ) . ^quoting report vlll be rado on a calendar month ba ala ■ 
by tltc^BPKHSw^SP Hie report vlll be submitted to the sponsor ' 
by the 15th day of tfca south following the accounting month. IUj . 
repert vlll ccnalat- of J ( ; ; 

* * , , ’! 

&« Receipts and Clsbureements - Sunnary Accounting, Exhibit B * v. ,"V 
signed by tlia Chief Administrative Officer* 


b. Schedule of Advances* Schedule A. 


c. Schedule of Fired Assets* Schedule B« 

• • . 1 - * r 4 

■ d. Schedule of Salaries' * Schedule C." ; 

C, CASH COURTS ?•* ; T" V j , 




* * . 


t la i&o inte ntion of the sponsor to cake funds available) to 
t5ie cash, cash counts should be cade by the emto- . 

dlan at frequent Intervals (dally car vcokly) to verify the physical 
existence and accuracy of cash balances. A mcnthly physical count of 
cash aua$ be cade, and If conditions permit, the Chief Administrative 
Officer vlll appoint two ouch persons, other than the custodian cf 
the funds, to perform this function. Such personnel should be rotated 
regularly. These individuals vlll count the cash as /of the close of 
business on the last day of each monthly reporting period and affix 
their certification either on the face of the monthly Suancxy Accounting 
cr cn an attachment thereto under a certificate that they have verified 
th& bash balance by -u physical count and found the amounts reported to 
be correct, shbjoet to any comments. Any shortages or overages in cosh 
vlll be shown separately oa the Summary Accounting ami further, a report 
shall bo attached to the Sumary Accounting outlining all known circun- ! 
stances surrounding the shortage ox overage, including action token* if 
any* to locate tha error. 


7. ILLUSTRATIVE S/JgLE B0CK3 CF AC COUNT AID FHIMCIA L REFCRT 
a. Sample Transaction 

There is presented bolov a scries -of eanplo financial transactions 
of tlie types most ccrmonly occurring. These transactions are numbered-.'!, 
so that their Imndllng in tho books of account and financial reporting ; 
nny bo traced to tho corresponding I ten Ho. cn tho illustrative Journal " 
(Exhibit A) and Susrary Accounting (Exhibit B). The importance of tto3 ’• 
mechanics described herein cannot be ovnr-enphociscd in order to assure 
that maximum control of funds my be exercised and that s peas arc nay 
have proper infcrmtica far efficient handling and expeditious auditing 
of financial reports. • • . 


0 




Itcn Ho. 

(i) 

: ( 2 ) 


Transaction 

ActinJ. caah on hand at beginning of accounting P«led aa :■ 
rtnoaled by jhyslcal count and closing balance froo the 
prior period. . . ' ! Y : 

'balance of all advanced nob accounted far or 
■ Of accounting period. SU. .*hrfU 

eqml nnount shown at close of prior, period* 


Cash received front sponsor* ' ;,i 

Travel advance c^e^ to Richiu^ Roe for local trip (duo dato. 
5 August) . 


i* - 


(3) • 
w : 

; ; - V *. 4 . 

; (5) 

( 6 ) 

(7) 

, (°> 

(9) 

; (i°) 

( 11 ) 

(12)-(17) To distribute ft he expenses aa shown aa the paid invoice tros* 
the* 1 ™' • 


v '■ V 


« ••**>*. 




. r 


. payment for stationery end supplies far office use* 
purchase of Laboratory supplies* 
payjaant of local office telephone bill. 

Partial repaynent of ndvaneb trade to Jehu Snith in prior xaaath* 
Accouatlns from John Snith for balance of advance. . 

Purchase Of Office Furniture for 

'poynwiit for remcdelins premises* . 


.•c>» 


■r : 


i ,, ■ 


( 10 ) 

(19) 


Cash received front speneor 
M: 




'■f- 


( 20 ) 

( 21 ) 


UUB received that on additional (55,000 vne grantrfl Jwihe : \.i. 
I n,. 19 reccrdB the roeolpt of caehf^^n ... 

(ShJi), the dj.burse^,<&.cash to thJMBnp^ r ° . . ; 

»££Ined £ iifflfdU not ctaige, but that tho balnnc..:'. 
of advances outatandlng Increased by (25,000 (solunj 11). 

TO record caah overage aa revealed by a caoh count taien on Sb July.,' 


To record a caoh shortage ao revealed by a caah count tatom 
31 July. 

(£2)-(23) Kot used. : - ' 

V ££*£5 ZS^Ut^rM to the Journal for Aug*V. .; . . 


. v .y’- 
j.C, 
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I 






b. Although It Is recognized that the sample ontrlos shown above do not 
■ illustrate all transactions which nay occur* they should be indicative.:" 

. of processing for any transactions, ilf it is not known vfcat action. - • 
should, be taken cn any unusual transaction* guidance should bo requested v :? 
through the Chief Adniaistrativo Officer • • *. 7 . 

7 ; .7 ;V 

c« Maintenance of a Journal ‘ * -f ; • , \ s . " ■ 1 : 

111 / ■ , , , ) . i ' i > 

(1). The Jcurmi will be naintoined in a bound book or cn loose -leaf ; 7" 

Journal sheets hold in a binder which will be procured locally* . . ; 
Etc Journal shall be columnar lzefl to contain the horizontal /.:• 

spread shown in Exhibit A. 

• ’ * ' ' * i'. , 'j |,i • . 

,.(2) The columns in the canple Journal (Exhibit A) nro numbered (l) 

7- . through (ll) as a guide to tho narrative descriptive cooaonts -v'. 

7.’.: : on the maintenance of this* Journal as submitted belcwi • 

: . ■ • ••• ■ • • . , •• ; : - 
Coltcm Ho. ~ ■ Description , ■/’ '.v.‘ /' ’p 

*• ’ «•■*») 
(1) Show date entry vas made. Tho calendar year will bo shown at 

; the top of the colum and subsequent entries will contain only 7 7. 

• day snd month. . % 7;‘‘^ 

; (2) Maks' btrdagf. but complete description of the transaction being 

recorded; Include references to specific purpose* same of payee* 

. period covered* etc. * * 77 

' ■' ^ 

(3) Vouchers will be mnbared in numerical sequence v f^r each fiscal 
year. Cn. 1 July begin a new series beginning with the number 1. 

Ihmbere will be, prefixed with on ’R" f dfc vouchers recording ftiinda 
received end a "D" far vouchers recording funds disbursed. 

. (4) ' This colum will not be used. ■ • 7 V 

V* ^ • 

(5). The appropriate carpcnse classification number will be indicated 7 ' .7*7/ 
far all disbursements representing a charge for on identifiable ' /.-y. 
expense or capital outlay. • : ‘ ^ 7 - 'W 

v (6) Record all cash received freo any source* including receipts from ' '7- 
sponsor* proceeds freo Dale of materials, refun ds of Advances* etc. 

Also include grants of funds made to th^BBB^^vith a Glirrul- , "■ 
taneous disbursement entry in colum (7) . AH entries rode in # 7-;V;.V 
this column will increase tho cash balance in colum (8). 

1 « ■ •" ^ t 

(7) Record in this colum all disbursements rode from cash* including ' 
local advances* and payments for local operations and overhead* ' 
All entries made in this coluaa will reduce the cash balance in 
. column (8). ... • ■. : 

‘ • y i / 

■ (8) The first entry in this colum at the beginning of an accounting |j\V 
' period will be the cash balance forwarded frera the previous mouth's 7V. 

Journal." As each entry is rads during the month* an amount vill be : '. 
entered representing tha nev cash balance reflected as a result of 
adding the entry In colum (6) or subtracting the entry in colum (7) 
to the previous cash balance. The amount shewn in thi3 colum must : 7 



Colum No 


Descri ption 

(9) Enter la this column each advance mo do for vlilch a further 
accounting cr refund Is expected.. Every time an entry Ic 
rods in this column a liius entry cunt appear in column (7)# 

All entries in this coluan vill incre«30 the balance la 
coluna (11) « • 

• » t 

(10) Enter tbs amounts of oil accountings far advances and refundn 
of advances# Every tins a cash refund , la vbols or in part, 
of an advance is code and entered in thin colvoan, a litas 
amount oust be entered in column (6)« All entries in tide 

. , colurm vill reduce the balance in column (11)* As set forth. 
olBeuitere in thin manual, all entries in columns ( 9 ) and (1) - 

' vill bo reflected in a subsidiary adranco record maintained 
: far each person vho has received an advance# At each naath 
end, the c cabined unpaid phargea in tbo oUbsldlary records 
should agree with tbo balance as obcvsldn column (11) « 

(11) The first entry in this column at the beginning of an accounting 

period vill be the balance of advances outstanding forwarded 
from tho previous month's Journal# As each entry is undo in < 
columns ( 9 ) and (10) , the n<sv balance vill bo entered in this 
col ten. The amount chcwn in thi3 column vill currently reflect 
the total of all outstanding advances to bo accounted for cr 
repaid# i 

' t 4 » 

1 

d. Prepa r ation of nutxnry^Ac cou nt ing Exhib it Sup near ting •• 

• Schedules A# B« and C * 

f 

(1) A Sursnry Accounting and supporting cchcdulos vill be peepered 

in triplicate from tbo data reflected in the Journal described 
in 7.C., above# The original and one copy will bo given to 
the Chief Administrative Officer for distr ibution ond tj to t hl^ 'V 
copy will be retained In the files of tbo f cr 

future reference. All receipts and/or ccrtiTicatca in lieu of 
receipts c upper ting the total disbursements (line 6, Exhibit E| t 
vill bo attached to tho original- of tho Deathly Summary Accounting# : . 

1 1 

(2) Tho horizontal linos of tho cample Cucwnry Accounting- (Exhibit B) 

are nunberod (1) through (9) bo b guide to the narrative descriptive > 
courasnto on the preparation of the accounting set forth balcvt 

Xtca no# Description Ti 

(1) Enter tlio amount shown on tho previous month's Journal for 
"Cash cm Hand - End of Period#" 

(2) Enter tho amount shewn on the previous Death's Journal for 

"Outstanding Advances ** End of Period." . 

s - • v ‘ 

(3) Enter all funds received fren any eource c-;ccept cash refunds for . 
advances made# Cash returns froa recipients cf advances do not 




- I . 




; >>.(■ ' 

;ir ■ . 

' • h 


■ v»,i 


Item Wo . 




affect the accountability of the Chief Administrative Offices* 
and therefore these. type pf receipts, should not be included in 
the S«ai»xy Jtocc^i^..- if,;:; i v j t ,4j, \.J : 


■.? k\:. . 


<4> ££ V'- ^ 11 

( 5 ) fiussDoriae all disbursements by expense classifications (except ‘ ? ,' 1 / 
tkose disbursements vhich are cash advances) exd enter in tbs ■ ’.!■??$* 
tocunt colum one total for each expense classification* 

. V advances Beds are caitted Cron the expense classifications be* 
r ’ caus» the accountability of the Chief Adninlstrative Office? *'• 

i -• ** not fedwed by reascn of the cash advance# She afcctttrt- C^-CY;: 
[>77 ; ability is reduced cnly ■often an accounting for money spent is ’ rV: 7 
.-.. recoded in the bocks at vhich tine the amount accounted for V - 
. vill be identified vith the proper expense class if icatica and ■ YV; 
reported herein* . ! 

• ‘ ‘ • • • Jr •' 

( 6 ) Enter the totals of the susssariced expense classifications as 

listed in itea 5 »- -77 * : • 7 ':.; 

(7) . : En&r the closing cash on hand as reflected in column ( 8 ) of the '■** 

7 .. . Journal and verify by a physical count of cash* . 

•'.» 4 * ; i ' » 

( 8 ) 7 Enter the closing balance of advances as reflected in colucn (ll) ’ 
: 7 : 7 ■«* Journal and verify vith the total of individual st&sidiary, 

v accounts* Uhls aaouat trust equal the total as reflected in the 
.- Schedule of Advances (schedule A)* ‘ '.pjj'- 

($) . Enter the totals of Items &§ 7# and 8 # *nr<n total crust equal the ■ 

: total of iteo 4 * 7 

* . - . . ’ 7 . .- , \ t /" ' 

2he certificate 00 the original of the Succory Accounting, Exhibit B* V 
raay bo placed on the Jam or may be attached to the financial repeats '=• 
on a separate sheet* ;. ..7 ■•.•'7V7' 






. •. : ■■ t 
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■: ■■■.'■■ j)T'' 
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ESJLTHir B 


RECEIPTS AND DISBURSEMENTS 
• SUMMARY ACCOUNTING 

Froa: 1 July 1954 tot 31 July 1954 


ITEH 



No. 



1 .. 

2. 

3..; 

CASH ON nAND-BIXJINTIING OF PERIOD 
: CUTS TAND BIO ADVAIJCE3-BE0INNIIX} OF PERIOD - (Sched. A) 
FUNDS RECEIVED { {List Chronologically and Explain) 

. 7/2/54 Cash froa Spenser 

7 / 20/54 Cash froa Sponsor ^ ^ 

7 / 22/54 Cash froa Sponsor fer 
7 / 24/54 Cach Overage per Cash"Coun^ mB ' ; 

\ 

$ 1 , 500 . 00 - 
25 , 200.00 . 

. 1.000.00' 
: 1 , 500.00 
25,000.00 
1.00 

4. 

TOTALS TO D3 ACCOUNTED FCR . 

r^, 201.00 

5« 

DISBUnSEMEinS t (Vouchers Noe, D-12 to D-19, IaclG.) 
Furniture, Fixtures and Equipment (Soiled. B) " 
Remodeling Costa . 

Salaries - (Sched, C) 

Travel end Entertainment 

Building Rent , ; > 

Equipment Rental , " ; 

Lights, Beat) Water and Telephone 
laboratory Supplies and Material- 
Payroll Tax Expenses 
Special Services 

Office and Miscellaneous Expenses 

Cach Shortage per Caoh Count ! 

1 

: ' 1 

$ 332.50 

1 , 135 ♦ CO 
. 9,000.00 

170.00 
1 , 750.00 

820.00 
• 270.00 

7-50 

180.00 

240.00 

35.00 

1.00 

6, 

7 ! 

TOTAL DISBURGQ-EinS ; | 

' 1 

$ 13,941.00 


CASH ON HAND - END OF PERIOD 
OUTSTANDING ADVANCES - END OF PERIOD 


TOTALS ACCOUNTED FOR 


This is to certify that the under* 
signed counted and verified all 
each cn hand 03 of tha closing 
date of the accounting, and found 
the amounts ao reported above oa . 
line 8. 

Ml 

Signature • • 


-/S/ 

Signature 


! 2,400.00 

j • 37 , 860.00 


$ 54,201.00 


I certify tint to tin befit 
cf ry knowledge and belief, 
the expenses itemized on 
this accounting and the 
schedules attached, ore true 
and correct in all rcGpcct» 

h: 


Date 


/siL.- 

flignature 






JOURNAL 
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